
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT DIVISION 

APPLICATION FOR RECORDS RETENTION SCHEDULE 

. Dates of Series 
arliest Latest 

1978 I Present 

OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT DIVISION 

APPLICATION FOR RECORDS RETENTION SCHEDULE 

5. Remrdr Series T t l e  (followed by  title uspd in office; if different1 

Positior, Recruitment File 

INSTRUCTIONS: See Publication No. 76-DM-? for instructions on completing this form: Forward signed original to 
Department of Archives and Hiaory. Remrds Management Division, 330 Capitol Avend, Atlanta, Georgia, 30334. 
Anention: Schedulino Section. = - - - -  - - .. -~ 

I ] 1. Agency Address ____ FOR RECORDS WLNAGEMENT USE FOR AGENCY U S E  
blicaiim Number 

MAR 2 1982 1 MAR 1 0  1982 

,pliMion Date Georgia Department of Education 

Room 257, State Office Building 
Atlanta, GA 30334 

2/52 Personnel Office 

. Remrd Series Description This file mntains the following documentr (inci& form numbers and rifles, ilanyl: 
Attach samples of the file. 

Documents relating to: Recruitins personnel for available WE positions. 

Included are: Requests to initiate recruitment prepared by the Division Director; 
work sheets identifying actions 'taken by Personnel Office staff; 
work sheets for applicants contacted, interviewed, or otherwise 
considered; and sumuiary of recruitment and selection procedures 
by the =nit supervisor. 

File i s  arranged: Numerically 

:. Monthly Reference Rate 

9ne to six months old 

twenty-five mcnths and older -? 

Letter-size drawers : Legal-:ize drawers ;shelves :Other I s p ~ i f v l  

How often are records referred ro which are: 
7 to 10, ; Thirteen to twenty-four months old 10 75 ; Seven to twelve months old 

I. Annual Rate of Accumulation of Rcqordi 

(0-1 

~ 

.. .~~ ~ 

'-50-71, p ~ .  7 6  
.~ - ._ . - -  

~ 



11. Rnei ri 

'10. Qvestionnrirc (Plaee an "X" In the poper column) 1 

a. State Law years. 1. Audit period years. 
b. Statute of limitation years. e. Administrative need i years. 
c. Federal law years. f. Federal retention instructions 2 years. 

Attach copy or exert of laws or regulations. Explain administrative need. 29 CFR 1602.3 I 
7 

Cffice reference. 

12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each: 
Calendar Year; 0 Fiscal Year; 0 Other then, 

B Hold in the cdrrent files area rnonthk) year(sl; then 
0 Transfer to local holding area; hold 

Trander to State Records Center; hold 
T3 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

yearb); then 
yeark); then 

' 

*In tne event a charge of discrimination or suit has been filed, these records 
must be retained until fizal disposition of the charge sr action. 

There instructions apply to all prior and future acwmulations of the series. I 

mendations in para- 

r o d ,  srud, kner 


